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Foreword

The Qualified Recycling Program Guide explains how to develop and operate both
regional and installation Qualified Recycling Programs (QRP) for naval shore activities.
- The June 2000 version updates and expands the previous guide, UG-2003-ENV, published
in March 1995.

Executivé Order 13101, of September 14, 1998, requires the Federal Government to
improve use of recycled products and environmentally preferable products and services.
The order requires the head of each executive agency to incorporate waste prevention and
recycling in the agency's daily operations and to increase and expand markets for recovered
materials through- affirmative procurement of recycled content materials. The national
policy is to prefer pollution prevention, whenever feasible. Pollution that cannot be
prevented, reduced, or recycled should be treated in an environmentally safe manner.
Disposal should be employed as a last resort.

A QRP is an organized recycling operation in which an installation may receive up to 100%
of the proceeds from "qualifying" recyclable material sales if specific criteria are met.
OPNAVINST 5090.1B, the Environmental and Natural Resources Program Manual and
MCO P5090.2A, Environmental Compliance and Protection Manual, require activities to
implement source separation for recycling and to develop, at a minimum, one QRP per
installation. In some cases, one Regional QRP can serve the recycling needs of several
installations located in the same region. The QRP must be in place before any revenue
generated from recycling can be deposited into the QRP suspense account. This guide
provides a step-by-step approach for developing a QRP and explains how to operate the
program.

Copies of this Guide may be obtained from the Naval Facilities Engineering Service
Center (NFESC) publications center or from the NFESC web page at

http://www.nfesc.navy.mil/solidwaste*.

Head, Environmental Department

Naval Facilities Engineering Service Center
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CHAPTER 1
INTRODUCTION

1.1 PURPOSE. The purpose of this guide is to provide current information about developing
and operating region wide and installation wide Qualified Recycling Programs (QRP) for naval
shore activities. A QRP is a recycling program that is qualified to retain the sales proceeds of
certain appropriated funded recyclable scrap in addition to the proceeds of scrap belonging to
civilian and military individuals. This guide does not discuss solid waste management or
recycling per se, but focuses on the financial and managerial aspects of operating a QRP. Many
changes have transpired since 1995. This guide supercedes UG-2003-ENV, published in March
1995.

1.2 SCOPE. This document provides guidance to develop and operate a QRP for an installation
or region. Chapter 1 introduces the concept, background and regulations of the QRP. Chapter 2
outlines the steps necessary to establish a QRP. Chapter 3 discusses how to sell the recyclable
materials and how to allocate sales proceeds. Chapter 4 explains how to handle QRP finances in
relation to labor, equipment, sales proceeds, and "seed" money. Chapter 5 explains record keeping
of QRP operations. Chapter 6 discusses how QRPs operate in relation to Working Capital Funded
activities.

1.3 NAVY AND MARINE CORPS RECYCLING OBJECTIVES AND GOALS. The
objective of the Navy and Marine Corps solid waste program is to achieve an overall reduction in
the amount of solid waste generated and to increase the amount of waste diverted from disposal in
landfills and incinerators. Recycling is an essential part of reducing solid waste disposal.

The New Department of Defense (DOD) Measure of Merit (MOM) goal is “By the end of
FY2005, ensure the diversion rate for non-hazardous solid waste is greater than 40%, while
ensuring integrated non-hazardous solid waste management programs provide an economic
benefit when compared with disposal using landfilling and incineration alone.”

The MOM goals have been incorporated as Navy and Marine Corps policy. The Navy will track
the achievement of the MOM goal at the claimant level. The QRP is one of the integrated solid
waste management methods used to achieve the MOM goals.

The solid waste objectives and goals must be addressed when establishing Solid Waste
Management Plans (SWMPs) at Navy and Marine Corps installations. OPNAVINST 5090.1B and
MCO P5090.2A require installations to develop and implement a SWMP. SWMPs are discussed in
more detail in the Solid Waste Management Plan Guide, NEESA 5.0-004, September 1993. The
overall solid waste objectives are listed below:

Plan purchases and practices to avoid generation of solid waste

Reuse items whenever possible.

Recycle to the maximum extent.

Reduce disposal cost by using landfill and incineration diversion measures such as
recycling and composting.
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e Comply with Navy, Marine Corps, federal, state, and local solid waste laws, regulations
and instructions.

Installation or regional QRPs can play an important role in achieving the MOM goal. In past years,
QRPs only recycled items that were profitable. Compliance with DOD, Navy, Marine Corps,
federal, state and local recycling laws or goals are now the compelling factor in solid waste
management. Base operational funds can be used to augment the operation of the QRP. There is no
legal or regulatory requirement for the installation recycling program to be self supporting.
However, proceeds must first be used to cover the costs of the recycling program.

1.4 BACKGROUND. Before the enactment of 10 U.S.C. §2577, “Disposal of Recyclable
Materials,” in 1982, shore installations had no financial incentive to recycle since the profit
generated from the sale of recycled material originally purchased with appropriated funds was
returned to the U.S. Treasury. The passage of 10 U.S.C. §2577 enables “qualified recycling
programs” (QRPs) to retain the revenue generated from the sale of certain recyclable materials.
In order for a recycling program to become “qualified”, it must meet the requirements of 10

U.S.C. §2577. -

The proceeds collected by a QRP must first cover program costs. Up to 50 percent of the
remaining proceeds may be used for pollution abatement, pollution prevention, composting,
alternative fueled vehicle infrastructure support and vehicle conversion, energy conservation, or
occupational safety and health projects, with first consideration given to projects included in the
installation’s pollution prevention plans. Any remaining proceeds may be transferred to the non-
appropriated Morale, Welfare, and Recreation account or retained in the QRP suspense account
to cover anticipated future program costs. 10 U.S.C. 2577 limits the amounts that can be held in
the QRP account at the end of any fiscal year resulting from the program to $2 million. Amounts
in excess of $2 million are to be transferred to Miscellaneous Receipts of the Treasury.

1.5 SUMMARY OF REQUIREMENTS. Various public laws, regulations and policy have
been enacted over the years aimed at minimizing waste through maximizing recycling. The
Resource Conservation and Recovery Act (RCRA) (Ref 1) and a number of Executive Orders
have been issued with the same directive: focus federal efforts on recycling and waste

prevention.

The requirements for QRPs within DOD Components are based on statutes, regulations, and
Executive Orders. The Department of Defense has issued implementing guidance and
procedures as Directives, Regulations, Instructions, policy memoranda, manuals, and handbooks.
When there are conflicts or contradictions, the latest Directive, Regulation, or Instruction on an
issue or subject area usually should be followed. The most significant QRP requirements in this

guide are summarized below.

10 U.S.C. 2577, “Disposal of Recyclable Materials,” (Ref 2) contains the provisions that
form the basis for QRPs:
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" (a)(1) The Secretary of Defense shall prescribe regulations to provide for the sale
of recyclable materials held by a Military Department or Defense Agency and for
the operation of recycling programs at military installations.

(a)(2) Any sale of recyclable materials by a Military Department shall be in
accordance with the procedures in Section 203 of the Federal Property
Administration Services Act of 1949 and 40 U.S.C. 484 (Ref 3) for the sale of

surplus property.

(b)(1) Proceeds from the sale of recyclable materials shall be credited to funds
available for operations and maintenance at that installation in amounts sufficient
to cover the costs of operations, maintenance, and overhead for processing
recyclable materials at the installation (including the cost of any equipment
purchased for recycling purposes).

(b)(2) If after such funds are credited, and a balance remains available to a
military installation, and such installation has a qualifying recycling program, not
more than 50 percent of that balance may be used at the installation for projects
for pollution abatement, energy conservation, and occupational safety and health
activities. A project may not be carried under the preceding sentence for an
amount greater than S0 percent of the amount established by law as the maximum
amount for a minor construction project.

- (b)(3) The remaining balance available to a military installation may be
. transferred to the non-appropriated morale and welfare account of the installation
to be used for any morale or welfare activity.

(c) If the balance available to a military installation under this section at the end
of any fiscal year (FY) is in excess of $2 million the amount of that excess shall
be deposited into the Treasury as miscellaneous receipts.

DoD Instruction 4715.4, “Pollution Prevention” (Ref 4):

Requires Military Departments to establish procedures that ensure all installations
have, or participate in, a QRP to serve host and tenant organizations alike. It also
requires Military Departments to ensure that GOCO and other types of contracts
are modified where cost-effective to include recycling programs. DoD Instruction
4715.4 (Ref 4) provides that QRP procedures address recyclable materials,
excluded materials, and other qualified recycling program materials, and controls
are in place to ensure that 32 CFR Part 172.2(b)(3) (Ref 5) excluded materials are
not sold through a QRP. Most importantly for QRP Managers, DoD Instruction
4715.4 (Ref 4) authorizes installations to sell directly recyclable and other
qualified recycling program materials, or to consign them to Defense

- Reutilization and Marketing Office (DRMO) for sale. Reference 4 also ensures
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that the distribution of recycling proceeds is consistent with 10 U.S.C. 2577 (Ref
2) such that sales proceeds are distributed in accordance with Reference 4.

Establish accounting and control systems for management and audit information,
materials and sales, cost, and expenditure tracking.

Operate, or participate in, a composting program, if practicable.

E.O. 13101, “Federal Acquisition, Recycling, and Waste Prevention” (Ref 6): Consistent
with the demands of efficiency and cost effectiveness, the head of each Executive
Agency shall incorporate waste prevention and recycling in the Agency’s daily
operations by maximizing recycling and preventing waste wherever possible.

“Solid Waste Disposal Act of 1976 (Ref 7):

Eliminates unnecessary virgin materials and prohibitions against recovered
materials in specifications; - ‘

Adds preference for recovered materials; and

Requires affirmative procurement program for Environmental Protection Agency
(EPA) (recycled) guideline items.

Program Budget Decision 412 of 23 November 1997: This decision disallows Working
Capital Fund activities from using the sales proceeds of their appropriated funded recyclable
materials to offset their overhead costs. As a result, Working Capital Fund activities must
donate their appropriated funded scrap to the Defense Reutilization Marketing Organization
(DRMO) with the sales proceeds going to the U.S Treasury.

Marine Corps Order P5090.2, Environmental Compliance and Protection Manual,
September 1991: This manual provides policy and guidelines to implement the Marine
Corps environmental compliance and protection program. The manual also identifies
statutory and regulatory requirements applicable to regulatory compliance, environmental
protection, natural resource management, land use management, and historic and
archaeological resources protection programs. This order requires all Marine Corps
installations to establish and operate a QRP.

. OPNAVINST 5090.1B, CH-2, Environmental and Natural Resources Program Manual,
Chapter 14: This manual provides Navy policy, identifies key statutory and regulatory
requirements, and assigns responsibilities for managing the following Navy programs:
regulatory compliance, environmental protection, natural resource conservation, cultural and
historic resource preservation, and pollution prevention. The responsibilities and goals of

Navy QRPs are also assigned.

|

Qualified Recycling Program Guide July 2000

1-4




DOD Instruction 4160.21-M, Defense Reutilization and Marketing Manual (Ref 8): This

~ manual prescribes the policies and procedures to be followed by DOD installations

worldwide for the reutilization and marketing of excess, surplus, and foreign excess personal
property.

DoD 4160.21-M, Ch. 4, Para. B3, Policy on AEDA and Range Residue (Ref 9): This
section explains how military installations shall properly handle and dispose of ammunition,
explosives, and dangerous articles (AEDA). It also addresses the proper disposal of firing
range expended small arms cartridge cases and inert metals gleaned from range cleanup.

Office of the Under Secretary of Defense Memorandum, 15 May 1998, Recycling of Firing-
Range Scrap Consisting of Expended Brass and Mixed Metals Gleaned from Firing-Range
Clearance through Qualified Recycling Programs: This memorandum discusses the proper
disposition procedures for firing-range scrap and requires training for personnel processing
expended brass and mixed metals gleaned from range clearance.

DOD Instruction 7310.1, Disposition of Proceeds from DOD Sales of Surplus Personal
Property: This instruction is used by Defense Reutilization and Marketing Service (DRMS)
as a guideline for financial accounting procedures. Specifies procedures for the handling of
bids, payments, and disposition of proceeds from sales of personal property governed by
DOD 4160.21-M, surplus government-owned property in the possession of contractors, and
recyclable material as defined in 10 U.S.C. 2577. This instruction lists materials that are not

'QRP eligible items.

Solid Waste Management Plan (SWMP) Guide, NEESA 5.0-004, September 1993: This
guide identifies the necessary components of an installation/activity SWMP. The SWMP
includes provisions for establishing an installation recycling program.

Combined Services Interim Guidance for Direct Sales of 2 January 1997: The purpose of
this memorandum is to provide interim guidance for conducting direct sales of recyclable
materials for installations with Qualified Recycling Programs. Talks about how to perform
direct sales.
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CHAPTER 2
ESTABLISHING A QUALIFIED RECYCLING PROGRAM (QRP)

2.1 WHO IS REQUIRED TO ESTABLISH A QRP? All Navy and Marine Corps
shore installations are required to establish a QRP. Navy policy dictates that only one
_QRP be established per installation or region to prevent duplication of effort. The host
activity usually administers the QRP. However, the host may delegate the QRP to one of
its tenant activities at the installation. In accordance with DoD Instruction 4715.4,
installation recycling programs must be available to serve all host and tenant
organizations occupying space on the installation, including leased space. The exchange
and commissary may choose to sell their recyclable items outside the QRP and retain the
proceeds to offset their costs or they may choose to participate in the installation QRP.

2.1.1 Reasons for Establishing QRPs. QRPs shall be established for the following
purposes:

e To avoid excessive costs for disposal of solid waste by other means.

e To reduce the volume of wastes disposed in landfills.

o To improve operational efficiency by the reuse of readily available resources.
e To comply with Navy and Marine Corps instructions.

e To comply with federal, state, and local environmental laws and regulations.
e To obtain proceeds from the sale of recyclable materials.

2.2 STEPS TO ESTABLISH A QRP AT AN INSTALLATION

2.2.1 The Installation Commanding Officer Designates the Qualified Recycling
Program Manager. The QRP manager can be any appropriated funded or non-
appropriated funded civilian federal employee who understands solid waste management
and recycling. The manager will oversee all QRP operations. The manager will be
responsible for accounting for costs and revenues incurred by the program and managing
employees. The program manager should have a basic understanding of recycling
equipment and the safety measures used when operating the equipment. The program
manager must receive Ammunition Explosives and Dangerous Articles (AEDA) training
to ensure improper material is not sold to vendors if the QRP decides to recycle range
scrap.

2.2.2 The Installation Commanding Officer Establishes a QRP Committee. Ata
minimum, the committee should consist of the installation QRP Manager, the installation
Executive Officer, and one member from the following organizations: Comptroller's
Office, Public Works, Environmental, Safety, and Morale, Welfare, and Recreation
(MWR). The committee should meet as often as is required, or at least quarterly, to do
the following:
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e Make recommendations for procuring recycling equipment.

e Review recycling audit report prepared by the comptroller.

e Review and recommend approval of recycling facility improvement projects
submitted for funding.

e Review the QRP program in conjunction with the Environmental Compliance
Evaluation and the comptroller audit.

e Propose use of excess recycling funds, if any.

The responsibilities of the individual committee members are as follows:

(1) Installation Commanders have the overall responsibility to set up and run a QRP.
This includes, but is not limited to, the following responsibilities:

Make QRPs available to all tenant organizations and tenant contractors.
Structure the program for a variety of recyclables with emphasis on total
waste stream reduction.

Ensure QRPs comply with all applicable public laws, Executive Orders,
DoD and respective Military Department policies and regulations, as well
as state and local requirements.

Encourage and support the expansion of ex1st1ng recycling programs to
take on new commodities.

Establish management controls to correct program weaknesses and
comply with major commands/major claimants’ oversight.

Establish an annual incentives/awards program for enhancements to
recycling programs.

Encourage participation in partnership programs with other services, other
DoD activities, Federal Agencies, municipalities, and community
organizations.

Encourage regional plans to improve cost-effective recycling programs.
Alert defense criminal investigative organizations to pursue allegations of
fraud or corruption.

Review the proposed actions of the QRP committee.

Act as chairperson, or designate a chairperson for, the QRP committee
meetings.

Select the manager of the QRP.

2) QRP Manager’s respon51b1htles include managing the QRP and overseeing the
QRP budget. Other responsibilities are as follows:
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Designate a trained individual besides the QRP Manager, if needed, to
conduct local sales (term and spot sales, see Appendix D) and award
contracts.

Report all matters relating to fraud or criminal conduct to the installation
commander or call audit, internal review, or criminal investigative
personnel.

Require the designated contracting sales officer to sign all documents
requiring signature for the Government.

Perform contract administrative actions.

Assure recycling revenues are used in accordance with 32 CFR part 172.
Specifically, the revenue from the sale of appropriated funded QRP
recyclable material must be placed in **F3875 Budget Clearing Account
(suspense) and not in any other accounts, including MWR accounts. This
revenue must first be used to pay for labor, equipment maintenance,
equipment purchases, and facility maintenance costs of the recycling
program. Up to 50 percent of the funds remaining after recycling
operational costs have been paid may be used for pollution abatement,
energy conservation, or occupational safety and health activities. The
funds remaining after funding the aforementioned activities may be
transferred to installation morale or welfare activities or they may be held
in the account for the next fiscal year.

Maintain required accounting records and supporting documentation for
all proceeds received from the sale of recyclable materials and for
disbursement of funds for authorized purposes.

Prepare accounting and monthly status of fund reports.

(3) The Comptroller's Office shall:

Ensure that projects considered for local funding with recycling proceeds
are not included in a normal military construction program.

Ensure that the balance of funds, received from the sale of recycled
material, but not disbursed at the end of the fiscal year, do not exceed
$2,000,000.

Conduct an annual audit of the QRP **F3875 Budget Clearing Account
(suspense) to ensure the recycling revenue is used in accordance with 32
CFRpart 172.

Maintain all program and audit records and make them available for major
claimant audits and inspections.

(4) The Public Works Department may assist in the planning of collection,
transportation, storing and processing of recyclable materials.

(5) The Environmental Office shall ensure all recycling operations comply with
pertinent environmental requirements.
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(6) The Safety Office shall ensure all recycling operations comply with pertinent
safety requirements.

(7) MWR shall:

e Provide Human Resource Office (HRO) services for Non-appropriated
Fund (NAF) personnel.

e Provide a list of projects to potentially be funded with recycling revenues
to the QRP Committee for approval.

2.2.3 Establish Management Controls. A management control system must provide
assurance that the program meets its goals and properly accounts for government
resources. The management control process should emphasize prevention of waste,
fraud, mismanagement, and timely correction of management control weaknesses.
Management controls should be integrated into daily management practices. Several
techniques to employ in your management control program are listed below. For
additional information , see DoD Directive 5010.38.

2.2.3.1 Standard Operating Procedures. Establish operating procedures for your
recycling site or center.

2.2.3.2 Physical Access. Ensure that access to valuable materials is controlled.

2.2.3.3 Job Descriptions. Descriptions of duties that reflect the principle of division of
duties should be established for employees of the QRP and installation finance offices.
The person responsible for selling recyclable materials must not be the same person
responsible for receiving, recording and depositing these checks. If such separation is not
established, management must establish appropriate oversight mechanisms to ensure
individuals do not abuse their assigned authority.

2.2.3.4 Cash Transactions. Cash transactions are discouraged. Transactions greater
than $20.00 should be by check or other non-cash methods. Cash transactions must have
receipts and records suitable for auditing. '

2.2.4 Set Up an Accounting and Tracking System for QRP Finances and Materials.
One readily available method is the Solid Waste Annual Report (SWAR) Software. It
tracks finances and material quantities. For a free copy of this software , contact
DESCIM via the DENIX Web site: http://www.denix.osd.mil/denix/DOD/dod.html and
choose DESCIM PMO to find the software.

2.2.5 Send a Letter to the Local DRMO Notifying Them That You Have Established
a QRP and a **F3875 Suspense Account for Depositing Proceeds From the Sale of
QRP Materials. (A sample letter is attached in Appendix F.) The proceeds from the
sale of QRP recyclable material will be deposited into the suspense account. The money
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in the suspense account shall be first used to cover QRP program costs as required by
law. If there is money remaining in the account after program costs have been covered,
the QRP committee will decide how to allocate the funds as described in Section 4.9 of
this guide. MWR will inform the QRP committee of its funding requests to receive
funding. In addition, the letter must mention how the QRP and DRMO will work
together to properly handle material. Some material will accidentally arrive at the QRP
yard, such as reusable items purchased with funds originating from the U.S. Treasury or
Munition List Items, that must be processed by DRMO. If these types of items arrive at
the QRP recycling yard, the QRP manager must call DRMO to have the items picked up
and processed by DRMO. Conversely, some items may arrive at the DRMO yard, such
as aluminum cans, that should be processed and sold through the QRP. The DRMO chief
should inform the QRP manager of these items so the revenue from these items is
deposited into the QRP suspense account.

2.2.6 Write a Regional/Installation QRP Instruction. See Appendix G for a sample
QRP instruction. It should cover the following at a minimum:

(1) Designation of a QRP Manager and duties of other installation offices that
will support recycling (e.g., the Director of Public Works (DPW), Financial
Officer);

(2) The types of recycling materials to be included in the QRP and how they will
be handled; '

(3) Specific implementation procedures of the QRP (copies of the Directive
should be distributed locally and made available to DRMO);

(4) A means for tracking and maintaining records on types and quantity of
materials covered by the QRP;

(5) A means for tracking and maintaining records for accounting of funds
received and disbursed via the QRP;

(6) Payment/transfer of expenses associated with the QRP;

(7) Distribution of amounts remaining in the installation recycling account for
authorized purposes, and;

(8) When DRMO is used instead of the option for direct sales, provide
procedures for completing DD Form 1348-1 Disposal Turn-In Document
(DTID).

Once you have completed the steps above, your recycling program is now qualified to
receive recycling proceeds.
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2.3 ESTABLISHING A REGIONAL QRP. Two or more installations in a
geographical area can combine efforts to form a regional QRP. Each installation may
have its own separate recycling yard and QRP suspense account (Cooperative Regional
QRP) or the installations can share one suspense account and one or several recycling
yards that service the installations of the region (Unified Regional QRP).

2.3.1 Cooperative Regional QRPs. Installations in a region that each have their own
suspense account and recycling yard can pool together a certain commodity that each
installation does not collect in amounts large enough to sell either directly or through
DRMO in order to create a sale. If the scrap is turned into DRMO, the DD1348-1 will
list the suspense account number and quantity contributed of each installation. After the
scrap is sold, each installation QRP suspense account will be credited the proceeds based
upon the information in the DD1348-1. If the scrap is sold directly, each installation will
have to keep a record of its contribution in order to be properly credited. If an installation
does not have a record of the amount contributed, then that installation risks the
possibility of forfeiting their sales proceeds.

2.3.2 Unified Regional QRP. The unified regional QRP will be operated and set up like
the one described in Section 2.2 for an installation that has one manager, one QRP
committee, one suspense account for sales revenues, and answers to the regional
commander. It could have several recycling centers, depending upon distance between
installations. The QRP committee will be composed of individuals from all the
installations served. The proceeds from the recyclable materials must first cover the cost
of the regional recycling efforts. The distribution of excess funds will be decided by the
QRP committee. As in Section 4.9, the regional commander or the designated appointee
may at his/her discretion, override the decision of the committee. If the committee
cannot reach a decision on disposition of the excess funds, the regional commander, or
his/her designated appointee, will make the final decision.

2.4 STEPS TO ESTABLISH A UNIFIED REGIONAL QRP

2.4.1 The Regional Commander Designates the Qualified Recycling Program
Manager. The QRP manager can be any appropriated or non-appropriated funded
civilian federal employee who understands solid waste management and recycling. The
manager will oversee all QRP operations. The manager will be responsible for
accounting for costs and revenues incurred by the program and managing employees.
The program manager should have a basic understanding of recycling equipment and the
safety measures used when operating the equipment. The program manager must receive
Ammunition Explosives and Dangerous Articles (AEDA) training to ensure improper
material is not sold to vendors if the QRP decides to recycle range scrap.

2.4.2 The Regional Commander (or the Designated Appointee of the Regional
Commander) and QRP Manager Select a QRP Committee. At a minimum, the
membership should include the regional comptroller, the Executive Officer of each
installation, a representative from MWR, Environmental, Safety, and Public Works, and
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the regional legal counsel. Each installation should be adequately represented. The
committee will assist the QRP manager in the direction and vision of the QRP. The
committee should meet as often as is required, or at least quarterly, to do the following:

Make recommendations for procuring recycling equipment.
Review recycling audit report prepared by the comptroller.

Review and recommend approval of recycling facility improvement projects
submitted for funding.

Review the QRP program in conjunction with the Environmental Compliance
Evaluation and the comptroller audit.

Propose use of excess funds, if any.

The responsibilities of the individual committee members are as follows:

(1) Regional Commander or the designated appointee have the overall responsibility
to set up and run a QRP. This includes, but is not limited to, the following
responsibilities:

Make QRPs available to all tenant organizations and tenant contractors.
Structure the program for a variety of recyclables with emphasis on total
waste stream reduction.

o Ensure QRPs comply with all applicable public laws, Executive Orders,
DoD and respective Military Department policies and regulations, as well
as state and local requirements.

¢ Encourage and support the expansion of ex1st1ng recycling programs to
take on new commodities.

o Establish management controls to correct program weaknesses and
comply with major commands/major claimants’ oversight.

e Establish an annual incentives/awards program for enhancements to
recycling programs.

e Encourage participation in partnership programs with other services, other
DoD activities, Federal Agencies, municipalities, and community
organizations. _

Encourage regional plans to 1mprove cost-effective recycling programs.

o Alert defense criminal mvestlgatlve organizations to pursue allegations of

fraud or corruption.

Review and approve the actions of the QRP committee.

Act as, or designate, a chairperson of the QRP committee meetings.
Select the manager of the QRP.
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(2) The QRP Manager’s responsibilities include managing the QRP and overseeing
the QRP budget. Other responsibilities are as follows:

e Designate a trained individual in addition to the QRP Manager, if needed,
to conduct local sales (term and spot sales, see Appendix D) and award
contracts.

e Report all matters relating to fraud or criminal conduct to the installation
commander or call audit, internal review, or criminal investigative
personnel.

o Require the designated contracting sales officer to sign all documents
requiring signature for the Government.

e " Perform contract administrative actions.

(3) The Regional Comptroller shall:

e Ensure that projects considered for local funding with recycling proceeds
are not included in a normal military construction program. -

e Maintain required accounting records and supporting documentation for
all proceeds received from the sale of recyclable materials and for
disbursement of funds for authorized purposes.

Prepare accounting and monthly status of fund reports.

Ensure that the balance of funds, received from the sale of recycled
material, but not disbursed at the end of the fiscal year, do not exceed
$2,000,000.

Conduct an annual audit of the QRP account.

Maintain all program and audit records and make them available for major
claimant audits and inspections.

(4) The Public Works Department representative will assist in the planning of
collection, transportation, storing and processing of recyclable materials.

(5) The Environmental Office representative shall ensure all recycling operations
comply with pertinent environmental requirements.

(6) The Safety Office representative shall ensure all recycling operations comply
with pertinent safety requirements.

(7) MWR will inform the committee of its funding requests when the committee
decides how to allocate QRP profits.

2.4.3 Establish Management Controls. A management control system must provide
assurance that the program meets its goals and properly accounts for government
resources. The management control process should emphasize prevention of waste,
fraud, mismanagement, and timely correction of management control weaknesses.
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Management controls should be integrated into daily management practices. Several
techniques to employ in your management control program are listed below. For
additional information, see DoD Directive 5010.38.

2.4.3.1 Standard Operating Procedures. Establish operating procedures for your
recycling site or center.

2.4.3.2 Physical Access. Ensure that access to valuable materials is controlled.

2.4.3.3 Job Descriptions. Descriptions of duties that reflect the principle of division of
duties should be established for employees of the QRP and installation finance offices.
The person responsible for selling recyclable materials must not be the same person
responsible for receiving, recording and depositing these checks. If such separation is not
established, the QRP manager must establish appropriate oversight mechanisms to ensure
individuals do not abuse their assigned authority.

2.4.3.4 Cash Transactions. Cash transactions are discouraged. Transactions greater
than $20.00 should be by check or other non-cash methods. Cash transactions must have
receipts and records suitable for auditing. '

2.4.4 Set Up an Accounting and Tracking System for QRP Finances and Materials.
One readily available method is the Solid Waste Annual Report (SWAR) Software. It
tracks finances and material quantities. For a free copy of this software, contact DESCIM
via the DENIX Web site: http://www.denix.osd.mil/denix/DOD/dod.html and choose
DESCIM PMO to find the software.

2.4.5 Send a Letter to the Local DRMO Notifying Them That You Have
Eestablished a QRP and a **F3875 Suspense Account for Depositing Proceeds From
the Sale of QRP Materials. (A sample letter is attached in Appendix F.) The proceeds
from the sale of QRP recyclable material will be deposited into the suspense account.

The money in the suspense account shall be first used to cover QRP program costs as
required by law. If there is money remaining in the account after program costs have
been covered, the QRP committee will decide disposition of the funds as described in
Section 4.9 of this guide. MWR will inform the committee of its funding requests to
receive funding. In addition, the letter must mention how the QRP and DRMO will
work together for proper material handling. Some material will accidentally arrive at the
QRP yard, such as reusable items purchased with funds originating from the U.S.
Treasury or Munitions List Items, that must be processed by DRMO. If these types of
items arrive at the QRP recycling yard, the QRP manager must call DRMO to have the
items picked up and delivered to DRMO. Conversely, some items may arrive at the
DRMO yard, such as aluminum cans, that should be processed and sold through the QRP.
The DRMO chief should inform the QRP manager of these items so the revenue from
these items goes the QRP suspense account. .

2.4.6 Write A Regional QRP Instruction. See Appendix G for a sample QRP
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instruction. It should cover the following at a minimum:

(1) Designation of a QRP Manager and duties of other installation offices that
will support recycling (e.g., the DPW, Financial Officer);

(2) The types of recycling materials to be included in the QRP and how they will
be handled;

(3) Specific implementation procedures of the QRP (copies of the Directive
should be sent to the DRMO and higher levels);

(4) A means for tracking and maintaining records on types and quantity of
materials covered by the QRP;

(5) A means for tracking and maintaining records for accounting of funds
received and disbursed via the QRP;

(6) Payment/transfer of expenses associated with the QRP;

(7) Distribution of amounts remaining in the installation recycling account for
authorized purposes, and;

(8) When DRMO is used instead of the option for direct sales, provide
- procedures for completing DD Form 1348-1 DTID.

Once you have completed the steps above, your regional recycling program is now
qualified to receive recycling proceeds.

s —————————————————————————————
e ——— e ——
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CHAPTER 3
SELLING YOUR RECYCLABLE MATERIALS

3.1 INTRODUCTION. This chapter explains which recyclable materials sales
proceeds can be returned to the QRP suspense account and how to properly sell these
materials.

3.2 RECYCLABLE MATERIALS SALES PROCEEDS. The sales proceeds of most
recyclable materials can be deposited into the QRP suspense account. However, the sales
proceeds of certain types of materials must be deposited into other accounts and cannot
be deposited into the QRP suspense account. These excluded materials are listed below
in Section 3.2.1.

3.2.1 Excluded Materials. The sales proceeds of the following excluded materials
CANNOT be deposited into the **F3875 account (QRP suspense-account):

Government material furnished to a contractor.
Precious metal bearing scrap such as gold, silver, platinum, palladium, osmium,
radium, iridium, ruthenium, and any alloys of these metals.

e Hazardous waste (including household hazardous waste) except ethylene glycol based
antifreeze, used oil, and lead acid batteries.

e Ozone depleting substances.

Electrical components (circuit boards containing precious metals and hazardous
materials) originally purchased with appropriated funds.

Unopened containers of solvents, paints, or oil.

Fuels.

Material originally purchased with appropriated funds that can be sold (as is) as a
usable item. ,

e Repairable items, originally purchased with appropriated funds, that may be used
again for their original purposes or functions; e.g., used vehicles, vehicle or machine
parts, etc.

e Ships, aircraft, weapons, and other material required to be demilitarized or mutilated,
and scrap resulting from demilitarization.

e All Munitions List Items (MLI) and Strategic List Items (SLI) as defined in DoD

4160.21-M-1 (Ref 10), except firing range expended brass and mixed metals gleaned

from firing range cleanup that were originally purchased with resource management
funds.

Consecrated religious devices.

Drugs, biologicals, and controlied substances.

Cryptographic equipment.

Radioactive substances. A source for information about radiological information is

the Radiological Affairs Support Office (RASO) at Yorktown, VA. Their phone

number is 804-887-4692 or DSN of 953-4692/4693.

¢ Nitrate based film.
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DoD inspection stamps and equipment.

Ship propellers. ’

Reusable lockers, bunks, and other items taken from military ships, weapons or
aircraft.

Live animals.

Printed circuit boards.

Psychodiagnostic test sets.

Classified material.

Photographic film originally purchased with appropnated funds containing silver.
Combat ship's hull or residue thereof.

Incendiary products

Thermal batteries

Scrap that has no market value, i.e., “Trash."

Lost, abandoned, or unclaimed privately owned personal property.

Metal scrap originally purchased with working capital funds.

Scrap originally purchased with commissary surcharge funds.

Automatic data processing equipment owned by the General Services Administration.
Property purchased for the Military Assistance Program or purchased with Foreign
Military Sales Administrative Funds.

Coast Guard property.

Property owned by non-appropriated fund activities.

Property owned by a country or international organization.

Bones, fats, and meat trimmings generated by a commissary.

Depleted uranium shells.

3.2.2 Scrap from the Commissary and Exchange. The exchange or commissary may
choose to donate their recyclable scrap, except for bones, fats and meat trimmings, to the
QRP. However, they are not required to do so and may retain the proceeds to offset their

costs.

3.2.3 Scrap from Working Capital Fund Activities. The sales proceeds of all, but
metal, non-excluded scrap originally purchased with Working Capital Funds (WCF) can
be returned to the WCF to offset overhead costs. The sales proceeds of metal scrap -
purchased with Working Capital Funds must be returned to the U.S. Treasury.
Consequently, metal scrap must be sold by DRMO. The non-excluded, non-metal scrap
can be sold directly through the installation QRP with the QRP returning the proceeds
(minus labor costs) to the WCF or the non-metal scrap can be sold through DRMO with
DRMO returning the sales proceeds to the WCF. The WCF may also donate their non-
excluded, non-metal scrap to the installation QRP with the proceeds deposited into the
QRP suspense account. To summarize:

e All metal scrap goes to DRMO for sale and DRMO keeps revenues
e All other scrap goes to QRP
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¢ QRP conducts direct sales and revenues less expenses go to WCF or WCF can donate
all scrap (less industrial metals) to QRP and QRP can keep revenues.

3.2.4 Donated Privately Owned Personal Property. The QRP can accept, sell and
retain the proceeds of privately owned personal property. However, the QRP cannot
accept the following donated items:

e Hazardous waste (including household hazardous waste) except ethylene glycol based
antifreeze, used oil, and lead acid batteries.
Ozone depleting substances.

Unopened containers of solvents, paints, or oil.
Fuels.

Consecrated religious devices.

Drugs, biologicals, and controlled substances.
Cryptographic equipment.

Radioactive substances.

Nitrate based film.

DoD inspection stamps and equipment.

Live animals.

Printed circuit boards.

Psychodiagnostic test sets.

Classified material.

Incendiary products.

Thermal batteries.

Scrap that has no market value, i.e., "Trash."
Stolen property.

Under no circumstances can installation recycling programs use government
vehicles to collect recyclable material from non-military housing.

3.2.5 Compost. Some naval installations generate compost. If the compost is sold, the
proceeds from the sale of the compost may be deposited into the QRP suspense account.

3.2.6 Demilitarization. Current DoD policy prohibits QRPs from selling items
requiring demilitarization or items that were demilitarized. These items must be turned
into DRMO for disposal.

3.2.7 Recycling Ammo Cans, Ammo Boxes, and Powder Tubes. The QRP must send
these items to DRMO because they are usable items and are excluded from the QRP.

3.2.8 Munitions List Items and Strategic List Items. All Munitions List Items and
Strategic List Items, with the exception of expended brass and mixed metals gleaned
from range clearance, are not QRP eligible materials and must be turned in to DRMO.
The mixed metals gleaned from range cleanup must be in a form that is unrecognizable in
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order for the sale proceeds from the mixed metals to be returned to the QRP suspense
account. Otherwise, the mixed metals must be taken and processed by DRMO with no
sales proceeds returned to the QRP suspense account.

3.2.9 The Gray Areas. Some of the items listed in Section 3.2.1 present gray areas such
as mixed metals gleaned from range cleanup. Mixed metals gleaned from range cleanup
result from the destruction of metal targets on the firing range. These targets may
originally require demilitarization such as old tanks, but after a period of time on the
range, they become progressively mutilated until all that remains are unrecognizable
metal shards. One might ask at what point does the item requiring demilitarization
become “mixed metal gleanings™? In Figure 3-1, most of the metal items do not require
demilitarization although the storage container in the foreground may not be mutilated
enough and may require demilitarization. In Figure 3-2, all the material appears as
unrecognizable metal gleanings and does not require demilitarization. There is alsoa
gray area about repairable items. At what point is it no longer feasible to repair an item?
Usually, if it costs as much to fix the item as it does to replace the item, then repairing the

item is no longer feasible.

Figure 3-1. Range Residue
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Figure 3-2. Range Residue

3.2.10 Real Life Scenarios. The sales proceeds from some scrap can be deposited into
the installation Qualified Recycling Program (QRP) suspense account while other scrap
sales proceeds cannot. Figure 3-3 shows a scrap ship's propeller with the tips of the fins
cut off. By cutting off the fins, the propeller was demilitarized. The sales proceeds of
items requiring demilitarization, such as combat ship propellers, cannot be returned to the
QRP.

Figure 3-4 is a close-up view of a container of scrap beer bottles collected from the
installation club system. The sales proceeds of these items can be deposited into the QRP
suspense account since the beer bottles are considered privately owned personal property.
Let’s say, for discussion sake, the bottles were purchased by MWR for a softball game.

If the bottles were purchased by MWR, then the sales proceeds from the bottles could not
be deposited into the QRP suspense account because MWR is a non-appropriated funded
(NAF) organization. The sales proceeds of property belonging to a NAF organization
cannot be deposited into the QRP suspense account and must be returned to MWR.

Figure 3-5 shows electronic components that have been removed from a ship. If the
electronic components were originally purchased with resource management funds, the
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sales proceeds of every part besides the precious metals and circuit boards inside the ]
electronic components can be deposited into the QRP suspense account. In most cases, |
the labor cost for the QRP to separate the circuit boards and precious metals from the :
other electronic parts is too high, so electronic items are usually processed by DRMO. If

the electronic components were originally purchased with working capital funds, the |
sales proceeds of all electronic parts except the precious metals would be returned to the

working capital fund. If the electronic components were originally purchased by a non-

appropriated funded organization, the sales proceeds of all electronic parts (including the

precious metals) would be returned to the NAF organization.

Figure 3-3. Scrap Ship's Propeller

%

Figure 3-4. Scrap Glass Bottles
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Figure 3-5. Scrap Electronic Components

3.2.11 Items Commonly Sold by the QRP. Now that you are entirely confused about
the destination sales proceeds after swimming through all the rules, exceptions, and
exemptions, listed below are materials commonly sold through the QRP whose sales
proceeds can be deposited into the QRP suspense account:

Cardboard

Aluminum and steel cans

White office paper, computer paper, and newspaper
Glass bottles

Ethylene glycol based antifreeze

Lead acid batteries

Used oil

Metal scrap from Resource Management System (RMS) Activities
Expended range brass properly certified as safe or inert
Scrap wood

Washers, dryers, and water heaters

Refrigerators without the CFC

Plastic bottles

Electrical copper wiring from demolished buildings
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3.3 SELLING YOUR RECYCLABLES. Recyclable materials can be sold either
through the Defense Reutilization Management Organization (DRMO) or through direct

sales.

3.3.1 DRMO Sales. In order to sell your material through DRMO, the material can be -
transported to and sold from the nearest DRMO yard or the material can be stored at the
installation and brokered through DRMO remotely. For more information on DRMO
policy for selling your material, refer to DoD 4160.21-M Ch. 4, Para B3.

3.3.1.1 Selling Your Recyclable Materials at the DRMO Yard. Before transporting
the material to the DRMO yard, contact the DRMO chief for specific instructions about

filling out the proper forms and sorting the material.

Generally, the QRP manager must fill out DD Form 1348-1, “Disposal Turn-In
Document” (DTID) (see Appendix F) for each item or homogeneous lot of scrap (mixed
scrap, especially plastics, may not sell) turned in to ensure the sales proceeds are
deposited into the QRP suspense account in the event DRMO sells your item. Enter the
correct account and station code, identify the appropriate program, and list material code,
weight, and date of turn-in. Remember: if you fail to provide accurate information,
funds generated will be deposited to the general account of the Treasury, not to your
installation.

A minimum of four legible copies of the DTID must be furnished to the DRMO and
accompany the property. The DRMO shall return one copy of the DTID to the turn-in
activity within 5 working days from receipt of property as a valid receipt document. Five
legible copies of the DTID must be furnished to the DRMO if the turn-in activity desires
an interim “proof of delivery” copy of the document. This copy may not be used to
adjust accounting records. The QRP must pay for the transport of the material.

After DRMO accepts custody of the material, DRMO will first try to sell the item. If the
item sells, DRMO will deposit the money into the suspense account listed on form DD
1348-1. If DRMO is unable to sell the item, the item will be donated to a recycler and no
sales proceeds will be forwarded to your suspense account. However, your installation
does get credit for recycling to meet the DoD Measure of Merit diversion goal. If
the item cannot be donated to a recycler, then it is discarded as solid waste.

You may want to combine your recycled material with material from another installation
QRP to increase the marketability. In order for an installation QRP to be credited directly
by DRMO for recycling proceeds, the DTID must contain a reimbursable fund account
number that is specific to that installation. If several installations have a centralized
collection process and want to be reimbursed separately, a DTID must be submitted for
each QRP specifying the amount of material originating from each. DRMO will then
determine equitable distribution of sales proceeds.
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3.3.1.2 Storing the Material at the Installation and Brokering through DRMO.
Instead of transporting your material to the DRMO yard (in some cases this may be more
than 150 miles), you may broker your material through DRMO and have the recycling
vendor pick up the material at your installation. Items such as cardboard, paper, wood
pallets, and metal scrap can be accumulated in designated areas and pickedupona
regular basis by the vendor. The vendor reports the quantity of material collected to
DRMO and DRMO reimburses the QRP accordingly.

3.3.1.3 Selling Expended Brass and Mixed Metals Gleaned from Range Clearance
through DRMO. Expended brass is defined as expended brass of any caliber and
material without the primer, propellant and projectile. Mixed metals gleaned from firing-
range clearance are defined as material (e.g., shrapnel) which is in a form that is
unrecognizable from its original configuration and does not require further
demilitarization, and which is not a Munitions List Item or Commerce Control List Item.

The Defense Logistics Agency (DLA) has issued policy that strengthens the procedures
the DoD components must take when preparing firing-range scrap for sale to scrap
dealers. This policy primarily makes changes to the disposal of range residue—which
includes any material that is fired or is a target on a range.

The generating activity shall ensure that this property is properly inspected to determine
the presence or absence of explosive hazards prior to referral to the DRMO or release
from DoD control. The inspection shall be performed by AEDA technicians or other
technically qualified personnel as designated by the generating activity. Commercial
contractors responsible for certifying AEDA residue, Range Residue, or Explosives-
Contaminated Property (ECP) must possess qualifications equal to those of technically
qualified DoD personnel. The personnel certifying and verifying the inspection shall
certify on the DTID, as follows:

“We certify and verify that the AEDA residue, Range Residue, and/or Explosives-
Contaminated Property listed has been 100 percent properly inspected by us and to the
best of our knowledge and belief, are inert and/or free of explosives or other dangerous
materials.” »

Inert certifications require dual signatures. The first signature (certifier) may be either
qualified DoD personnel or qualified contractor personnel. The second signature
(verifier) must be a technically qualified DoD person, and a U.S. citizen.

The certification and verification signatures must be directly above the typed or clearly
stamped or legibly printed full name, rank/rate, complete organization name and address,
and phone number (commercial and DSN) of the personnel that certified and verified the
inspection. Each generating activity shall ensure that its servicing DRMO has a current
list of the personnel and their sample signatures who are qualified and authorized to
inspect, certify and verify AEDA Residue, Range Residue, and Explosives-Contaminated
Property (ECP).
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The QRP personnel shall keep a list of personnel authorized to certify range scrap. This
list shall include both names and sample signatures to check against the signature on the
form declaring the material to be safe. In addition, QRP personnel accepting the
expended firing-range brass and mixed metals shall be appropriately trained to accept,
store, and sell expended firing range brass and mixed metals. At a minimum, QRP
personnel shall be trained to accomplish the following tasks:

e Determine which (Ammunition Explosives and Dangerous Articles) AEDA
material cannot be disposed of through a QRP;

e Check both the name and signature on all turn-in documents (DD Form 1348-1)
against the current list of personnel authorized to certify firing-range brass and
mixed metals as safe;

e Visually inspect firing-range brass and mixed metals certified as safe to recognize
potential explosive safety hazards; and

e Report any turned-in firing-range brass and mixed metals that are found not to be
safe. T

After the QRP accepts the range scrap, the brass and mixed metals shall be segregated by
metal type and caliber and from other mixed metals during storage. DRMO will accept
custody of the range scrap only if it is certified as safe and is properly segregated. DLA
requires the use of memoranda of agreement (MOA ) (see Appendix I) between DRMS
and the range commander to delineate the DRMO and generating activity’s '
responsibilities for the disposal processing of range residue materials. MOAs will serve
as a check-and-balance system for DRMOs and generating activities to ensure each party

-knows its responsibilities.

Under the MOA, the generating activity has the responsibility for a number of actions,
such as segregating and safeguarding range residue, listing ordnance used on a range,
inspecting and certifying the material as safe or inert, and ensuring that material has been
demilitarized and contains no radioactive residue. DRMO is responsible for handling the
sales procedures, providing technical assistance in identifying property needing
demilitarization, and reviewing the adequacy of demilitarization actions.

Scrap dealers must receive a thorough briefing by the military, which will include
surveying the buyers, and telling them the types of munitions that were cleared from a

range and proper handling procedures.

Agencies that engage in dismantling munitions as a business are strictly prohibited from
selling expended brass through a QRP.

For information on AEDA training courses, see Appendix C

3.3.1.4 Collecting Your Money from DRMO. Typically, DRMS/DRMO processes
proceed through the Defense Finance and Accounting Service (DFAS) for deposit to the
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QRP suspense account in accordance with DODI 7310.1. They may also send you a
check. Be patient - sometimes it will take up to 200 days from the time you turn your
item into DRMO until you receive your payment. If you receive a check from
DRMS/DRMO, submit the check with a Funds Transfer Document to the finance office
for deposit into the QRP account. DRMO is currently reimbursing 100 percent for "QRP
recyclable materials."”

3.3.2 Direct Sales. Instead of selling the recyclable material through DRMO,
installations with direct sales authority can sell their material directly to the vendor.
Before conducting direct sales, the installation must first receive permission from its
major claimant.

3.3.2.1 Direct Sales Authority. DODI 4715.4 granted each service the authority to
grant their installations direct sales authority. CNO by letter (Ser N451G/6U595545 of
January 1997: Subject: Combined Services Interim Guidance for Direct Sales of
Recyclables) delegated this authority to the Major Claimants. The Commandant of the
Marine Corps also delegated this authority to Marine Corps Installations (see Appendix
H). To obtain direct sales authority, a Navy installation with an existing QRP should send
a letter to their major claimant requesting direct sales. Each claimant has established a
method for granting direct sales authority to the installation QRP. With granting direct
sales authority to the installations, the claimant is obligated to provide oversight of the
installation program.

Once you have direct sales authority, you must determine whether the proceeds from the
sale of an item can be deposited into the QRP suspense account. For example, somebody
may deliver an old wooden desk to the recycling yard. With direct sales authority you
must determine whether the desk is reusable. If the desk is reusable, it must be sent to
DRMO. If, in your estimation, it is not reusable, the proceeds from the sale of the desk
can be deposited into the QRP suspense account, if the desk was originally purchased
with resource management funds. If the desk was originally purchased with working

_ capital funds or non-appropriated funds, then the proceeds must be deposited in those
accounts. If an individual donated the desk, then it is considered privately owned
personal property. The proceeds from the desk, whether it is reusable or not, can then be
deposited into the QRP suspense account. During audits, you will be held accountable
for the sales proceeds you deposit into the QRP account.

Sales of items with anticipated proceeds exceeding $15,000 must be conducted using
procedures described in 40 U.S.C. §484 and 41 CFR Parts 101-45 and 101-46. These
procedures include public advertising, bid, and award. Your local contracting officer
must review your spot or term sales contract. See Appendix D for sample spot and term
sale contracts. ' :

For sales less than $15,000, at a minimum, use the following procedures:

(1) Establish and maintain a list of qualified recyclers and brokers.
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(2) Obtain a minimum of three quotes where possible from independent buyers
on sales of material, and document the quotes.

(3) Choose the bid most advantageous to the Government and execute a sales
contract. '

(4) Create a file to document the sale.

3.3.2.2 Selling Expended Brass and Mixed Metals Gleaned from Firing-Range
Clearance Directly. Expended firing-range brass is defined as expended brass of any
caliber and material without the primer, propellant and projectile. Mixed metals gleaned
from firing-range clearance are defined as material (e.g., shrapnel) which is in a form that
is unrecognizable from its original configuration and does not require further
demilitarization, and which is not a Munitions List Item or Commerce Control List Item.

DLA has issued policy that strengthens the procedures the DoD Components must take
when preparing firing-range scrap for sale to scrap dealers. This policy primarily makes
changes to the disposal of range residue—which includes any material that is fired or isa
target on a range.

This policy requires dual signatures for certifications of material as inert. The generating
activity—the entity which owns a training range—must obtain an inspection and
certification from two government representatives, only one of which can be a military
contractor. This must be done prior to any direct sale of the material to vendors. The
QRP personnel shall keep a list of personnel authorized to certify range scrap. This list
shall include both names and sample signatures to check against the signature on the form
declaring the material to be safe. In addition, QRP personnel accepting the expended
firing-range brass and mixed metals shall be appropriately trained to accept, store, and
sell firing range brass and mixed metals. At a minimum, QRP personnel shall be trained
to accomplish the following tasks: :

Determine which AEDA material cannot be disposed of through a QRP;

e Check both the name and signature on all turn-in documents against the
current list of personnel authorized to certify firing-range brass and mixed
metals as safe;

e Visually inspect firing-range brass and mixed metals certified as safe to
recognize potential explosive safety hazards; and

e Report any turned-in firing-range brass and mixed metals found not to be safe.

After the QRP accepts the expended brass and mixed metals, the brass and mixed metals
shall be segregated from other mixed metals during storage. The QRP then must crush,
shred, or otherwise destroy the expended brass prior to public sale. This is often done via
a brass deformer. After the brass has been processed, the contract for the sale of the
range brass and mixed metals must contain the following clause:
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“Dangerous Property

Purchasers are cautioned that articles or substances of a dangerous nature may
remain in the property regardless of the care exercised to remove same. The
Government assumes no liability for damages to property of the Purchaser or for
personal injury, disability or death of the Purchaser, its employees, or to any other
person arising from or affiliated with the purchase, use or dispositions of this
material. The purchaser shall hold the Government harmless from any and all
such demands, suits, actions, or claims arising from or otherwise relating to the
purchase of this material.”

For information on AEDA training courses, see Appendix C.

3.3.2.2.1 Overseas Direct Sale of Expended Firing-Range Brass and Mixed Metals.
Due to strict requirements under the Arms Export Control Act as implemented by 22
CFR Parts 120-130, the Traffic In Arms Regulations, overseas QRPs must recycle their
expended firing-range brass through DRMO as described in Section 3.4.1.3. If an
overseas activity wants to receive reimbursement for expended firing-range brass, the
brass must first be mutilated or shredded, or made unusable for its intended purpose, and
then turned into DRMO along with a properly certified demilitarization certificate. The
DRMO will sell the expended firing-range brass and apply all sales and end-use controls.
At this time, 100 percent of the proceeds are returned to the overseas QRP.

For more information on the sale of expended firing-range brass and mixed metals
gleaned from range clearance, refer to DoD Memorandum dated 15 May 1998 in
Appendix H and DoD Manual 4160.21-M.

3.3.2.3 Collecting Your Money Through Direct Sales. If you receive a check from a
recycler through direct sales, be sure it is payable to the U.S. Treasury. Checks must not
be made payable to the QRP. Again, submit the check with a Funds Transfer Document
to your finance office for deposit into the QRP separate **F3875 Budget Clearing
Account (suspense) account.

3.3.2.4 Training. Direct sales training is available through the Defense Logistics
Agency. Although priority placement is reserved for DLA staff, there is periodic
availability for DoD employees. The week-long course is available through the Battle
Creek, Michigan Training Center for $400.00. )

For more information about direct sales, refer to the Combined Services Interim
Guidance for Direct Sales memorandum dated 2 Jan 1997 in Appendix H.
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CHAPTER 4
QRP FINANCES

4.1 STARTUP FUNDS. Within an installation, “seed” money for a QRP may come
from the base operational funds, or central base fund controlled by the commanding
officer. Funds to start or subsidize a QRP can be obtained by service headquarters funds,
or other non-appropriated funds. The money can be in the form of a direct allocation.
This source may be necessary at the start of the recycling program.

A QRP may also use the Environmental Program Requirements (EPR) mechanism to
submit a project for possible funding. Not all projects submitted through EPR receive
funding, however. If your QRP is awarded, the funds will arrive via your major claimant.
Your base environmental organization or Naval Facilities Engineering Command
(NAVFAC) Engineering Field Division can assist the QRP in submitting the project. The
Navy Environmental Requirements Guidebook contains guidance for submitting
recycling projects. Contact CNO N45C2 at (703) 602-5461 for a copy of the EPR
software used to submit a project.

The Pollution Prevention Equipment Program (PPEP) also provides pollution prevention
equipment to Resource Management System (RMS) funded activities. To apply for
pollution prevention equipment, submit a request for the equipment via your claimant.
To view the PPEP equipment list, visit http://enviro.nfesc.navy.mil/p2library/ or contact
the Naval Facilities Engineering Service Center at (805) 982-4895.

4.2 FINANCIAL DONATIONS TO THE QRP ACCOUNT. The QRP may accept
financial donations from an organization on the installation, or by a club, private group,
or individual. The donation is not limited to cash contributions but can also be
equipment, labor, facilities, or material that may be recycled by the QRP.

4.3 PAYING TO PROMOTE THE RECYCLING PROGRAM. The QRP is
responsible for paying the cost of advertising the program. The QRP may purchase T-
shirts, baseball hats, and similar promotional items to help advertise the recycling -
program. The installation may elect to assist the QRP by donating base operating funds
to offset some of the QRP costs such as advertising. The QRP recycling advertising
program may also be able to use the installation’s newspaper, television, the plan of the
day, and other similar means of advertising at no cost to the QRP. The QRP can also
generate recycling awareness through certain MWR events such as fun runs, golf,
softball, or tennis tournaments by donating T-shirts, caps, and other items as prizes. The
QRP committee will decide how to allocate funds for advertising.

4.4 PAYING FOR COLLECTION AND TRANSPORT OF RECYCLABLE
MATERIALS. The installation is responsible for refuse collection and disposal. As part
of that responsibility, the installation is also responsible for collecting and transporting
the recyclable materials. The installation receives funds to collect refuse and scrap,
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regardless of whether its destination is the landfill or recycling center. The installation is
also responsible for collecting and transporting source segregated recyclable materials.
Although the installation is responsible for collecting and transportation, the QRP may
volunteer to cover these costs.

4.5 PURCHASING RECYCLING EQUIPMENT. Procure equipment for your QRP
through the installation appropriations normally available for equipment acquisition, QRP
net proceeds, or the PPEP. Construction of holding bins, sorting platforms or other
recycling facility improvements must be paid with QRP sales proceeds. Acquisition of
new or replacement equipment related only to recycling of solid and other waste must
also be financed with QRP sales proceeds. Although the installation is responsible for
purchasing all indoor and outdoor recycling collection containers, the QRP may volunteer
to pay for these items. As another alternative, the EPR may be used to identify
equipment funding needs. Plan ahead. These funds may not be available in the current

fiscal year.

The PPEP provides pollution prevention equipment to RMS funded activities. To apply
for pollution prevention equipment, contact your claimant. For a list of available
equipment visit http://enviro.nfesc.navy.mil/p2library/ or contact Naval Facilities
Engineering Service Center at (805) 982-4895.

Another source of equipment is through the Defense Reutilization and Marketing Service
(DRMS). DRMS collects used equipment from military installations for reuse. Call
DRMS at (616) 961-4245 or visit their website at URL: http://www.drms.dla.mil/ for
information on available equipment.

4.6 PAYING FOR LABOR. There are a number of ways to obtain labor for recycling
operations. Potential personnel sources include military, civilian, and contracted
manpower; federal, state, county and military prisoners; physically and mentally
challenged workers; and volunteers. Recycling managers must weigh various factors
when deciding which labor force to use. Active duty military members working for the
QRP do not have to be reimbursed for their labor which reduces QRP operational costs.
Non-appropriated funded and appropriated funded civilian employees can also work for
the QRP recycling program but their cost must be paid in full by the QRP. The QRP can
also let a contract for civilian labor. Prison labor is inexpensive, but may not always be
available and may require escorts. Volunteers, while usually enthusiastic, are not always
available, and may incur unwanted liabilities.

Non-Appropriated Fund (NAF) labor can also be used. NAF labor may cost less than
appropriated fund employees, because most NAF personnel are not subject to federal

wage base standards.
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4.7 WHO PAYS FOR WHAT? Table 4-1 illustrates the financial responsibilities for
the installation and for the QRP.

Table 4-1. Who Pays for What

Installation O&M Pays For: QRP Pays For:

Collection, transportation, and disposal of Applicable QRP equipment maintenance
solid waste. (Disposal on or off the * | and repair costs (determined locally).
installation.) Also leased equipment costs.

Collecting recyclable materials from Costs of doing direct sales.

installation and housing areas and delivering
to a central location (installation recycling
facility or an off installation recycling
facility)."

Compost operation on the installation. Personnel performing QRP tasks and
managers’ salaries allocated to the QRP.

Landscaping. If landscaping is by contract, | Equipment purchased bg QRP and used
contractor takes waste to a composting exclusively by the QRP” (examples are
facility on or off the installation. blue bins, balers, forklifts).

Janitorial contract which includes collecting | Applied overhead costs.
recyclable items and depositing to a central
location. .

Cost of recycling that takes place outside the | Awards and incentives.
QRP.

Collection containers (bins, totes,
dumpsters, etc).

Cost of recycling construction and
demolition debris®

TAppropriated funds shall be used to pay for the cost of pickup and delivery of recyclable items to the QRP. If it costs more to bring it
to the QRP than solid waste disposal costs, the QRP pays the difference.

2pollution Prevention (P2) equipment purchésed by appropriated funds, i.e., purchased under a P2 management plan. For example, a
corrugated cardboard baler, can crushers, shredders, etc., that were purchased for waste disposal compliance are not reimbursable by
the QRP. Equipment obtained from DRMO or other donated equipment is not reimbursable by the QRP.

*Recycling of C&D debris is encouraged by the DoD MoM. Recycling of C&D debris may be done in many innovative ways, such
as: using recycling to offset the cost of the demolition contract, recycling through your QRP, and donation to your local community.

4.8 ALLOCATING PROCEEDS AFTER EXPENSES HAVE BEEN PAID. By law,
the proceeds collected by a QRP must first cover program costs. If any funds remain,
they can be allocated for other projects. The general equation for calculating profit or

- loss is:

Profit or Loss = QRP Revenues — QRP Prograin Cost
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If the equation shows a profit or excess, the profits may be spent or the profits can
accumulate in the suspense account (maximum amount $2 million) and be carried over
up to the next fiscal year.

Up to 50 percent of the net proceeds may be used for pollution abatement, pollution
prevention, composting, alternative fueled vehicle infrastructure support and vehicle
conversion, energy conservation, or occupational safety and health projects, with first
consideration given to projects included in the installation’s pollution prevention plans.
Any remaining proceeds may be transferred to the non-appropriated Morale, Welfare,
and Recreation account for any approved programs or retained in the QRP suspense
account to cover anticipated future program costs. 10 U.S.C. 2577 limits the amounts
that can be held in the QRP account at the end of any fiscal year resulting from the
program to $2 million. Amounts in excess of $2 million are to be transferred to
Miscellaneous Receipts of the Treasury. So, if you have $4 million left over after
covering program costs, $2 million will be transferred to the Treasury at the end of the
fiscal year unless the money is allocated to one of the aforementioned projects.

The QRP committee decides how to allocate the money. If the committee cannot reach a
decision, then the installation commanding officer (or regional commander) or the
appointed representative shall make the final decision. The base commanding officer (or
regional commander) or the appointed representative also has the authority to override
the decision of the committee, if he or she so chooses. The Comptroller's Office shall
ensure that projects considered for local funding with recycling proceeds are not included
in a normal military construction program.

4.9 ANNUAL BUDGETING. The Department of Defense Measure of Merit (MOM) '
Goal requires Navy and Marine Corps installations to divert 40 percent of their non-
hazardous solid waste from landfills and incinerators through recycling and composting
by the end of FY2005. To meet this requirement, QRPs may not always show a profit
since the revenue from many recyclable materials is less than the cost of collecting and
storing the materials. Nevertheless, these materials are less expensive to recycle than to
dispose of in a landfill or incinerator. If the cost of recycling or composting is less than
or equal to the cost of landfilling or incinerating, then it makes good economic and
environmental sense to recycle. Consequently, installations are required by the MOM
goal to recycle if it is less than or equal to the cost of landfilling or recycling.

If a QRP operates at a deficit during a given fiscal year as a result of trying to meet the
MOM goal, the QRP may apply for funding to cover the deficit. CNO letter
"Implementation and Funding of Legally Mandated (Level 1) Requirements for Non-
Hazardous Solid Waste Diversion" of July 1999, describes a mechanism to request EPR
money to help their claimancy achieve 40 percent solid waste diversion rate. After
submitting the EPR, the QRP may receive auxiliary funding from either the claimant or
the installation. If the QRP receives EPR money and the QRP has surplus funds at the
end of the fiscal year, the QRP must repay the money it received before the end of the
fiscal year. If the surplus is not enough to repay the creditor in full, then the QRP must
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give all of its surplus funds to the creditor and the QRP will not have any funds left over
for discretionary safety, environmental or MWR projects. The creditor will absorb the
shortfall. This shortfall cannot be passed on to the QRP in the next fiscal year. The QRP
starts the new fiscal year with a clean slate. '

The DoD target diversion rate is to be achieved by the end of FY2005. It may take
several years to build up programs to reach this goal due to facility, equipment, or labor
deficiencies. Managers must determine how much of an increase in diversion rate the
programs can realistically obtain from one year to the next and budget for those targeted
increases. For example, a program may currently have a 15 percent diversion rate. The
manager realizes that the program can feasibly increase the diversion rate to 25 percent in
the next year without too much trauma and budgets accordingly. In the following year,
the manager then targets to increase the diversion to 35 percent and budgets accordingly.
Finally, the QRP reaches 40 percent diversion in the next year without too much
difficulty.

Table 4-2 shows a sample projection of the QRP budget up to FY2004 as the manager
plans to gradually increase the diversion rate. As shown, the QRP operates at a deficit as
the diversion rate increases due to increases in labor, capital and operating expenses. The
manager must be able to estimate the future budget, as shown below, in order to fill out
the EPR and request the correct amount of funds to cover any estimated deficits in the
future. :

Table 4-2. Projected QRP Budget

Year FY2000 | FY2001 FY2002 FY2003 FY2004
Operating $120,000 | $200,000 | $250,000 $270,000 $275,000
Expenses
Recycling $210,000 | $220,000 | $210,000 $200,000 $210,000
Revenues _
Capital $2,000 $25,000 $25,000 $25,000 $2,000
Improvements '
Profit or (Deﬁci_t) $88,000 | ($5000) ($65,000) ($95,000) ($67,000)
Diversion Rate 15% 25% 35% 40% 42%
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CHAPTER 5
RECORDKEEPING

- 5.1 WHY KEEP RECORDS. Businesses must be able to justify why they were created -
and be open for external audit. A QRP acts like a business and is required to keep
records. QRPs must keep accurate records in order to ensure all costs are covered before
the money is used for either safety or environmental projects, or share with MWR. NOT
COVERING COSTS FIRST IS A VIOLATION OF PUBLIC LAW. In addition to
meeting requirements, good records provide a tool for market analysis and help QRP
managers select the most appropriate way to operate a recycling program.

5.2 RECORDS FOR ORGANIZING QUALIFIED RECYCLING PROGRAMS

5.2.1 Business Plan. Description of the operation, feasibility study, cost-benefit study,
market analysis, waste characterization, decision matrix (see Chapter 3).

5.2.2 Training Records
5.2.3 Prior Audit or Internal Review Reports
5.2.4 Management Control Reviews

5.2.5 Controls to Prevent the Sale of Excluded Items listed in DoD Instruction
4715.4

5.2.6 Minutes from QRP Committee

5.2.7 Direct Sales Approval Documentation. Documentation of decisions supporting
adoption of direct sales by the installation.

5.2.8 Documentation in Your Business Plan Showing Consideration of Outsourcing
for QRP Functions. If outsourcing is elected, contractors shall keep adequate records
and provide summaries to the QRP Manager.

5.2.9 List of Buyers

5.3 DRMO SALES DOCUMENTS TO RETAIN Keep the following documents of
DRMO sales. See Appendix E for samples of these documents.

5.3.1 DD Form 1348-1, DTID. This form is used to record recyclables turned in to the
DRMO. This form should contain the correct account and station codes, identify the
appropriate program, and list material code, weight, and date of turn in.
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5.3.2 Local Form 1709. This local DRMO form is used to account for each QRP and
working capital fund account administered. Local Form 1709, which should be made
available to the installation by the 10th working day of the month, contains the QRP
account code and total weight pulled by the contractor (buyer). One form will be
provided for each contract.

5.3.3 Standard Form 1080, Sales Receipt

5.3.4 Copies of Checks Received for Payment or Funds Transfers. Maintain these
with supporting documentation and check against information on contracts provided by

DRMO.

5.4 RECORDS OF DRMO SALES. Although DRMO maintains its own tracking
system, the QRP Manager should also track the delivery and sales of installation
recyclables through DRMO. This information is used to ensure payment is received and
to analyze the time between turn in and payment for the recyclables. Keep records of
DRMO sales on a database (SWARs) containing the following elements (Table 5-1).
DRMO must provide this information to the QRP manager. If DRMO does not provide
this information to the QRP manager, the manager can report DRMO to the DRMS
regional office. ’

Table 5-1. DRMO Sales Data

DRMO Sales Item Date Date | Contract | Contract | Received Date
Data Control | Description | Delivered | Credited | Number Price - Price Funds
Number to DRMO with Received
(Form Sale By
1348-1) Installation
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5.5 RECORDS OF DIRECT SALES

5.5.1 Copies of the Following Documents for Direct Sales Shall Be Kept On File.

Samples of these documents are contained in Appendix E.
e Quotation Forms/Invitation For Proposal/Invitation For Bid
o Weight Certificates
o Shipment Receipts
e Cashier Record
e Deposit Record
e Check Copy

e Dun letters to buyers

5.5.2 Direct Sales Data. Keep records of direct sales on a database containing the
following elements: ‘

Table 5-2. Direct Sales Data

Control Sales Item Sales | Company { Payment | Payment
Number Date Description Price Name Due Date Date
(Sequentially
through Year)
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5.6 SOLID WASTE ANNUAL REPORT (SWARBASE AND
SWARHEADQUARTERS). The Solid Waste Annual Report Base (SWARBASE)
Software tracks finances and the material quantities of the base solid waste program. The
Solid Waste Annual Report Headquarters tracks finances and material quantities for a
region. For a free copy of this software, contact DESCIM via the DENIX Web site:
http://www.denix.osd.mil/denix/DOD/dod.html and choose DESCIM PMO to find the

software.

5.7 RECORDS ON OPERATING AND OVERHEAD COSTS. Records on operating
costs, including purchase of equipment, maintenance, program operation and expansion,
labor costs, training, publicity, and overhead for processing recyclable materials, must be
kept. See Chapter 3 for more information on cost allocation (these must be concurrent).

5.8 DISTRIBUTION OF PROCEEDS. Retain records of incomes and expenditures to
track the distribution of proceeds. _

5.9 RETENTION OF RECORDS. Generally maintain records for the current fiscal
year and the two preceding fiscal years with the exception of documents chartering the
program and documenting major decisions. Maintain and retain financial records for the
length of time provided in DoD Financial Management Regulation. After three years,
send all EPA tracking documents (i.e., manifests) to the environmental department for
retention or retirement as required. Records involving the direct sale of hazardous
materials/waste (used oil, lead batteries) that could result in Comprehensive
Environmental Response, Compensation, and Liability Act (CERCLA) liability shall be -
mairitained indefinitely. DRMS maintains sales records of hazardous property that could
result in CERCLA actions for 50 years.

5.10 ADDITIONAL REQUIREMENTS. Depending on the type of sales and
recyclables sold, additional documents should be retained. For example, keep EPA
transportation control numbers, certificates of destruction, and end use certificates for the
sale of batteries and oil documenting the handling of these materials by a permitted

-~ recycler.

5.11 INSPECTIONS AND AUDITS. To be sure you are meeting the requirements set
forth in DoD Instruction 4715.4 and your service guidance, conduct periodic self-
inspections and reviews to find problems and correct them. Avail yourself of internal
review resources by meeting with installation internal review officials to discuss past and
future coverage of the program. Several actions may facilitate relations with outside
reviewers. In advance of visits, request information on what documents and individuals
the review team will want to see during the visit. Remember, while the review team may
collectively possess the skills and knowledge needed for the review, individuals may
have different specific knowledge of the program. Keep the team informed about th